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FOREWARD

The Lake County Board of Commissioners as the Lake County Purchasing Agency
purchases supplies, contracts for services and implements public works
improvements for this political unit.

The purpose of the manual is to bring together in one document the policies and
documents that are a part of “purchasing”. Too often questions have arisen about
what is the “purchasing policy” for this type of acquisition; what “forms” must be
completed; what “procedure” is to be followed; and who has the “authority” to
approve the request to form a contract. The intent is to have the manual serve as
the source document, and the first place to turn for information to answer these
inquiries. To make certain that the purchasing system produces the best results the
Board of Commissioners concluded that a tool was needed.

Do not be alarmed by the length. Most offices and departments will utilize
only the sections for supplies and services. Many sections relate only to
public works projects. This activity is limited to only a small number of
county officials and employees.

Purchasing is a difficult and demanding area. The regulations are enumerated in
state statutes and expanded upon in memoranda from the Indiana State Board of
Accounts.

As custodians of the public’s tax money every office and department must make
certain that every available method to purchase equivalent supplies, services, and
public works at the lowest cost is explored. For this reason the Board of
Commissioners has prepared this manual.

While certain pieces were already in place, the manual brings together the
information under “one cover” and adds missing segments. There are no major
changes in policy. A few dollar “ranges” have been tweaked.




The objectives are threefold:

1. First: Make certain that the available alternatives “to buy” are known and
analyzed at the time of purchase.

2. Second: Identify the purchasing techniques that are used by the various
offices and departments.

3. Third: Permit the office or department to review the data to determine if a
more cost effective purchasing method can be employed.

The idiom to keep in mind is: “leave no stone unturned” to get the “best product or
service” at the “lowest price.”

A project of this size is the result of the contributions of many persons. Without
the collective team effort the manual would not exist. Officials and employees in
the various offices and departments since the initiation of the purchasing code
concept in 2017 have submitted their comments and suggestions. There are too
many to name, but the fact that they played an essential part especially during the
training sessions when questions were raised and problems discussed must be
stressed.
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TAB C-3

OTHER SPECIAL PURCHASING TECHNIQUES

There are several other special purchasing techniques that are not within he authority of the
County Purchasing Manager. These are as follows:

A. Transfer from Federal Government: Only the Commissioners have the contract
authority to acquire supplies through transfer from the Federal government and this is
subject to an existing appropriation. (IC 5-22-10-16). (Code SU 23)

B. From Public Utility: Only the Commissioners have the contract authority to acquire a
supply from a public utility. (IC 5-22-10-19). (Code SU 26)

C. By Gift: Through special legislation only the County Council has the authority to accept
a gift of a supply. (IC 5-22-10-17 and IC 36-2-3.5-(b)(4) (Code SU 24)

D. Lake County Is Not a Purchasing Agency for Resale : The County Commissioners are
not the purchasing agency for a board of aviation commissioners, an airport authority, or
a port authority so this method does not apply. (IC 5-22-10-20) (Code SU 27)

E. State Agency Only: The special purchase of copyrighted material is restricted to a state
agency. (IC 5-22-10-18)(SU 25)

F. Data Processing/Licenses: The special purchasing method for data processing contracts
or license agreements is within the contract authority of the Lake County Data Board and
or the Lake County Data Board Director. (IC 5-22-10-7) (Code SU 14)
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SPECIALTY SERVICE
Services

Other SE 6

Highway Right of Way SE 11
Real Estate Rent SE 12
Rent — Other SE 13
Purchase from Public Utility SE 14
Registration/Reimbursements SE 16
Legal Services/Death Penalty SE 17
Mitigation Services SE 18
Postage Expense SE 19
Title Search SE 20
Law Book Subscription SE 21
Dues and Subscription SE 22
Burial of Military SE 23
Advertising SE 24

Follow Previously Presented
Procedures to Acquire Services
Tab-3 through F-7
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TAB I-1

ALL ANNUAL PUBLIC WORKS MAINTENANCE CONTRACTS

. This section covers all public works maintenance performed under annual contract with the
County Commissioners after approval of the yearly contract at a public meeting.

. The request for an annual maintenance contract covering public works facilities and the
installed equipment can initiate from any of the following:

Any office or department
Commissioners’ Special Assistant
Board of Commissioners
Maintenance personnel

oINS S

. The Commissioners Special Assistant is responsible for the following:

1. Obtaining guidance from the County Commissioners on what annual maintenance
contracts may be needed and submitting recommendations for consideration.

2. Informing all sources of annual maintenance contracts that all proposed annual

maintenance contracts must be submitted to the County Commissioners’ Special
Assistant.

3. Reviewing all proposed annual maintenance contracts submitted, and those initiated by
the County Commissioners’ Special Assistant.

4. Obtaining competitive annual maintenance contracts whenever possible.

5. Making timely recommendations to the Board of Commissioners at a public meeting for
approving an annual maintenance contract.

. The Purchasing Department shall keep an inventory of all annual maintenance contracts.

. The Purchasing Department shall inform the County Commissioners’ Special Assistant of an
upcoming expiration date. To the maximum extent possible all annual maintenance contracts
shall have the same expiration date.

. The key to annual maintenance contracts is the preparation of a specification to let the
potential vendor know what is required as well as when and how the service shall be
delivered. A specification need not be extensive in verbiage but must leave no doubt in the
mind of the County and the vendor about what is being requested.

. The flow chart for annual maintenance contracts is attached as TAB I-2 at page 56.

. All annual maintenance contracts must be placed on the agenda of a public meeting of the
County Commissioners to approve or reject.

54




A. Major maintenance providers have a standard contract with they require be used. This is
permissible as long as the agreement does not have an automatic renewal or a provision that
requires the County to pay even if there is no appropriation. If there is no standard company
contract, then County Form 61 at page 201 or a modification thereof negotiated with the
maintenance provider shall be used.

B. The four methods to obtain vendors to provide this type of public works maintenance are as
follows:

1.

2.

3.

Eirst Method: Total Estimated Cost IS Less Than $2500. Flow Chart Is at Page 56
(Code PW 2).

If the total cost of the annual maintenance contract is estimated to be less than $2,500,
the County Commissioners Special Assistant develops a specification, obtains a
minimum of one quote from a vendor who provides the type of public works maintenance
needed, and submits the quote to the County Commissioners at a public meeting.

Second Method: Total Estimated Cost Is $2500 or More But Less Than $5.000. Flow
Chart is at Page 56Code PW 3).

If the total cost of the annual maintenance contract is estimated to be at least $2,500 but
less than $5,000, the County Commissioners Special Assistant develops a specification,
obtains a minimum of one quote from two vendors who provide the type of public works
maintenance needed, and submits the two quotes to the County Commissioners at a
public meeting.

Third Method:; Total Estimated Cost Is $5. 000 or More But Less Than $150.000
Flow Chart is at Page 56 (Code PW 4). .

If the total cost of the annual maintenance contract is estimated to be at least $5,000 but
less than $150,000, the County Commissioners Special Assistant develops a
specification, obtains a minimum of one quote from three vendors who provide the type
of public works maintenance needed, and submits the three quotes to the County
Commissioners at a public meeting.

Fourth Method: Total Estimated Cost is $150.000 or More: Flow Chart is at Page 56
(CODEPW5)

If the total cost of the annual maintenance contract is estimated to be more than
$150,000 per year, the County Commissioners Special Assistant will prepare a
specification and the Commissioners will advertise for formal bids for the type of public
works maintenance service needed.
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TAB I-2

ANNUAL PUBLIC WORKS MAINTENANCE CONTRACT

Commissioners’ Special
Assistant Reviews EXxisting
Maintenance Contracts

é Staff
Seeks Input on the Need

and for Effectiveness of the
Annual Contract

\
Consultants
-

List of Necessary
Commissioners Maintenance Types
Provide Direction Developed

Specification Developed J

|

Less Than $2,500 But Less $5,000 But Less
$2,500 Than $5,000 Than $150 000 $150,000 or More
Code PW2 Code PW3 Code PW4 Code PW5
| |
Special
Assistant
Obtains Advertise for
Minimum of Bids
Two (2) Quotes

Board Takes Action at
Public Meeting

( Bids Received

\

Contract County Form 61

Special Assistant Special Assistant
Obtains Obtains Minimum
Minimum of of Three (3)
One (1) Quote Quotes

PO lIssued
Code Depends on Contract Size
L See Above

— |
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TAB J-1

ALL NON EMERGENCY REPAIRS REGARDLESS OF LOCATION
WHERE THE COST WILIL BE L ESS THAN $5.000

. This section covers all regular repairs estimated to cost less than $5,000.

. The need arises when there is a current problem whose correction must be made in order to
keep a Lake County Building and/or its building related equipment in operating order.

. These repairs are neither maintenance covered by an existing annual contract, an emergency,
or a planned capital expenditure for new construction or modification,

. Annually, the County Commissioners will contract with vendors in certain crafts to provide
repairs. The type of crafts will be developed each year based upon the prior year’s
emergency craft needs. At the outset the County Commissioners will contract with a least
three vendors to provide services in plumbing, electrical and heating-ventilation-air
conditioning (HVAC).

1. County Commissioners will seek proposals for work in these areas which will include a
request for an hourly rate, the % markup on parts used, and other cost factors.

2. The list can be modified by the addition or deletion of vendors through action of the
County Commissioners at a public meeting.

. Most regular repairs involving structures and/or equipment occur in the jail, at the highway
garage or on the highway, in a county building, or at the county fairgrounds.

. The Warden, the Highway Superintendent, the Building Maintenance Supervisor, HVAC
Supervisor or the Fairgrounds Superintendent are the designated “work activators”

. When there is a need for a non-emergency regular repair less than $5,000, the Warden, the
Highway Superintendent, the Building Maintenance Supervisor, HVAC Supervisor or the
Fairgrounds Superintendent depending upon the location of the repair shall call the vendor
under contract or if the repair does not fall within the scope of a craft under contract, then
obtain the number of quotes from the vendor or vendors in that line of work.

. Attached as TAB J-2 at page 59 is the flow chart for repairs in this category of repair
projects less than $5,000.

There are two fact situations that occur:

1. The Craft Needed Is Already Under Annual Contract.

a. The Work Activator develops the specification which can be simply a few
sentences about what is wrong.
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b.

TAB J-1

If the repair requires plumbing, electrical, HVAC, or another vendor under
annual contact, the work activator selects one of the vendors to perform the
work.

The work activator directs the selected vendor to perform the work using the
Job Ticket, County Form 58. No approval by anyone else is needed.

2. The Craft Needed Is Not Under Annual Contract

a.

The Work Activator develops the specification which can be simply a few
sentences about what is wrong.

If the job is estimated at less than $2,500, a minimum of one quote is all that is
required. (See the Flow Chart at Page 59) (Code PW 8)

If the job is estimated at between $2,500 but less than $5,000,a minimum of two
quotes is all that is required. (See the Flow Chart at Page 59) (Code PW 9)

In either case, County Form 57 at page 166 is used

The County Form 57 and any explanatory information are submitted to the
Commissioners Financial Consultant.

The packet is reviewed by the Commissioners Financial Consultant who make
the decision to approve or deny.

Approval by the Commissioners’ Financial Consultant forms the contract, and
the vendor then proceeds with the repair.
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Commissioners Have
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TAB K-1

ALL NON EMERGENCY REPAIRS REGARDLESS OF LOCATION
WHERE THE COST WILL BE MORE THAN $5.000 OR MORE

. This section covers all regular repairs that are estimated to cost $5,000.00 or more.

. The need arises when there is a current problem whose correction must be made in orderto
keep a Lake County Building and/or its building related equipment in operating order.

. These repairs are neither maintenance covered by an existing annual contract, an emergency,
or a planned capital expenditure for new construction or modification,

. Any contractor performing work in this category must have a contract approved by the Board
of Commissioners at a public meeting.

. This procedure is very formal. The key is the preparation of a repair specification.

1. A specification is a description of the physical characteristics, functional characteristics,
extent, or nature of any public work required by the Board. The specification for arepair
must meet this guideline.

2. Repairs performed or contracted for on a public building, the cost of which is more than
one hundred thousand dollars ($100,000), may be undertaken by the County
Commissioners only in accordance with plans and specifications approved by an architect
or engineer licensed under IC 25-4 or IC 25-31.

3. Because of the requirement that there be a specification, the Board of Commissionerswill
contract with a party with the necessary qualifications to prepare the specification when
this Is necessary

. Attached as TAB K-2 is the flow chart for repairs in this category of repair projects $5,000.0r
more.

. Lake County Form 62 at page 206 is a public works check list containing additional
information that is included for reference purposes.

. There is one method within each of the three costs ranges to; procure the necessary repair
vendor. The cost ranges and procedure are as follows:

1. AT LEAST $5.000 BUT LESS THAN $50.000 (Flow Chart at Page 64) (The Staff
of the County Commissioners as the Using Agency Obtain the Three Quotes and
Submit Them to County Commissioners at a Public Meeting)(Code PW 10)

a. The County Commissioners’ staff develops the specification.

b. The County Commissioners’ staff identifies three vendors who can provide the
public works service requested in the specification.
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TAB K-1

The three vendors are sent the specification by the Commissioners’ staff, and a
quote is requested.

The quote from the vendor is returned to the County Commissioners’ staff.

If all three vendors do not return a quote, the County Commissioners’ staff must
find another vendor or vendors to obtain a quote since this method requires three
quotes in hand.

The quotes ae evaluated by the County Commissioners’ staff, and a
recommendation is submitted to the County Commissioners at a public meeting.

County Form59 is used to form the contract. If the County Commissioners
approve a contract, the official action in the public meeting and the quote
submitted by the selected vendor along with the specification constitutes the
contract.

1. AT LEAST $50.000 BUT LESS THAN $150.000 (Flow Chart at Page 64) County
Commissioners Staff Obtains the Three Names of three or more vendors capable of
performing the public work and submit them to the County Commissioners at a
Public Meeting Code PW 11)

a.

The County Commissioners’ staff develops the specification which may require
the services of an architect.

The County Commissioners’ staff must identify at least three or more vendors
who can make the repair.

The specification and the names of the vendors are placed on the agenda ofa
public meeting of the County Commissioners.

The County Commissioners approve the specification and the vendor list.

State Form 96 at page 219 must be used, and complete forms are available in the
County Auditor's Office.

The three or more vendors selected are sent a request seeking a quote for the repair
work in the specification.

The quotes from the vendors are returned to the Lake County Auditor and opened
at a public meeting of the County Commissioners.
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TAB K-1

If not, every vendor who is requested to submit a quote responds with a
submission, this does not invalidate the procedure.

The quotes that are received are evaluated by the County Commissioners and their
staff.

The recommendation is placed on the County Commissioner agenda at its
periodic public meetings, and a decision made by the board.

The County Commissioners can reject all quotes received and restart the
procedure. If this is the action, the County Commissioners should review the
specification to make sure a lack of clarity is not the reason for the disappointing
number of quotes received and/or their price quoted.

County Form 60 at page 184 is used to form the contract. If the County
Commissioners approve a vendor, the official action in the public meeting and the
quote submitted by the selected vendor along with the specification constitutes the
contract.

2. $150,000 OR MORE (Flow Chart at page 64)(Formal Advertising for Bids)(Code
PW 12))

a.

The County Commissioners develop the specification which will require the
services of an architect.

The specification is placed on the agenda of a public meeting of the County
Commissioners.

The County Commissioners approve the specification and the legal ad.

State Form 96 at page 219 must be used. Complete forms are available at the
Auditor's Office.

The bids from the vendors are returned to the Lake County Auditor, placed on the
County Commissioners’ agenda, and opened at a public meeting of the County
Commissioners.

The bids that are received are evaluated by the County Commissioners and their
staff, and a recommendation submitted to the County Commissioners.

The recommendation is placed on the Commissioner agenda of a periodic public
meetings, and a decision made by the County Commissioners.
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TAB K-1

h. The County Commissioners can reject all bids and advertise again for bids. If
this is the action, the using should review the specification to make sure a lack of

clarity is not the reason for the disappointing number of bids received and/or the
bid price.

i. County Form 60 at page 184 is used to form the contract. If the County
Commissioners approve a vendor, the official action in the public meeting and the

bid submitted by the selected vendor along with the specification constitutes the
contract.

3. The American Institute of Architects (AlA) has developed a series of forms that ae
used by may professionals. These forms do not have all of the required statutory

language in them. However, if the forms are modified and the language included as
an addendum, the forms can be used.
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$5,000 or More But Less Than
$50,000
PW 10

Specification Prepared
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least three vendors identified

TAB K-2
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64

|
Bids Under
Advisement

[

Commissioners Select
Vendor in Public Meeting

Count Form 60 Contract
Prepared and Signed in
Public Meeting

PW 12
Notice to

Proceed




TAB L-1

PRICING PREFERENCES AND GOAL

. Indiana has a series of pricing preferences. There are actually 5 such categories in IC 5-22.
Only three of these really enter into the computation of the lowest quote or bid for Lake County
Government. With the adoption of this manual the County Commissioners have reasserted
their policy of following the indicated preferences in these three categories.

The County Commissioners apply these price preferences to ever thing purchased which
includes supplies, services, and public works.

. The County Commissioners through the Purchasing Department and/or the Lake County
Attorney will review quotes and bids received when there is a question as to whether the
purchasing preference applies.

. This manual will not spell out the mechanics on how to apply these preferences . The purpose
of including this section is to make all purchasing agents aware of the preferences so that when
the decision to contract is made by the purchasing agent these price preferences are to be
considered.

. The use of a pricing preference does not save the County Government any money. The use of a
pricing preference does not alter the price of the qualifying Indiana business. For purposes of
determining who gets the business the % in the pricing preferences are applied to see if the
Indiana business prices as adjusted to a lower level by the preference is less than the price of
the non-Indiana Business. If it is then the Indiana business is the lowest for the purpose of
selecting a vendor, but the price submitted by the Indiana business is the contract price.

These price preferences ae presented below in the order in which they most often occur.

1. First, there is the price preference given to local business as defined in 1C-22-
15-20.9.

a. The price preference does not save the County Government money but is the tool to
determine if a local business qualifies.

b. A local business is one in Lake County, Porter County, or Newton County and Jasper
county which meets certain criteria. To qualify, the business must met certain
employment and business related criteria. The criteria adopted by the County
Commissioners are that there is the principal place of business in the county; a
majority of its payroll is paid to county residents; or a majority of its employees ae
county residents.

c. If the company qualifies , then there is a purchasing preference as to
price in the following manner.
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TAB L-1

(1)) Five percent (5%) for a purchase expected by the purchasing agency to be less than
fifty thousand dollars ($50,000).

(2) Three percent (3%) for a purchase expected by the purchasing agency to be at least
fifty thousand dollars ($50,000) but less than one hundred thousand dollars ($100,000).

(3) One percent (1%) for a purchase expected by the purchasing agency to be at least

one hundred thousand dollars ($100,000).
2. Second, , there is the Indiana Small Business Preference ion IC 5-22-15-23.

a. The price preference applies only to supplies. The price preference does not save
the County Government money but is the tool to determine if a local business
qualifies.

b. If the company qualifies , then there is a purchasing preference that is significant.
Lake County Government shall give a fifteen percent (15%) preference for supplies
to an Indiana small business (as defined in IC 5-22-14-1) that submits an offer for
purchase under this article.

c. Asmall business is defined as a business that:
(1)) is independently owned and operated.
(2) is not dominant in its field of operation; and
(3) satisfies the criteria: in the rules adopted under section 3 of this chapter; or) to
be a veteran owned small business concern as specified in section 3.5 of this
chapter.

d. The rules adopted by a governmental body must include the following criteria:

(1) A wholesale business is not a small business if its annual saves for its most
recently completed fiscal year exceed four million dollars ($4,000,000).

(2) A construction business is not a small business if its average annual receiptsfor
the preceding three (3) fiscal years exceed four million dollars ($4,000,000).

(3) A retail business or business selling services is not a small business if itsannual
saves and receipts exceed five hundred thousand dollars ($500,000).

(4) A manufacturing business is not a small business if it employs more than one
hundred (100) persons.

(5) A business in any of the following sectors is not a small business if itemploys
more than one hundred (100) persons or if its annual saves exceed five million
dollars ($5,000,000):

(A) Information technology.

(B) Life sciences.
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TAB L-1

(C) Transportation.
(D) Logistics.

3. Third, there is the Indiana Business Preference in IC 5-22-15-20.

This preference is applicable only when a non-Indiana Company and an Indiana
Company both supply a quote or bid in response to a solicitation.

b

b. If the non-Indiana Company is the low quoter or bidder, then the process is to review
the statutes of the state of the non-Indiana company to determine if in the same type of
solicitation they give a preference to the non-Indiana bidder when following the laws of
that state for making government al purchasing decisions in that state.

c. This assessment requires the involvement of the Lake County Attorney’s Office to
check these statutes.

d. The price preference does not save the County Government money but is the tool to
determine if a local business qualifies.

e. If the non-Indiana state gives its companies a preference in this same type of
solicitation in their state, then the Indiana Business Preference state gives the Indiana
business he same type of preference in the purchase by an Indiana Governmental Unit.

f.  The Idea is that if in purchasing in the non-Indiana State the business in that non-
Indiana State are given preferences over Indiana Business, then it is
only fair that the reverse be the case when purchasing in Indiana.

G. There are several other price preference possibilities that must be considered in certain
situations that are not typical to Lake County Indiana. These are adopted by the County
Commissioners, but their statutory application must be consulted when the situation arises for
their use. These are as follows:

IC 5-22-15-16 Price preference for supplies that contain recycled or post-consumer materials
IC_5-22-15-18 Price preference for soybean oil based ink

IC 5-22-15-19 Price preference for soy diesel/bio diesel

IC 5-22-15-21 Promotion of purchase of supplies manufactured in the United States;

IC 5-22-15-22 Absolute preference to coal mined in Indiana
IC-22-15-23 Price preference for supplies to Indiana small business
IC 5-22-15-23.5 Price preference for Indiana agricultural products
IC 5-22-15-24 Purchasing agents for government entities to give high calcium foods preference
IC 5-22-15-24.2  Forced labor; supplies prohibition
IC 5-22-15-25 Steel products
\
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TAB L-1

4. Fourth, the Lake County Council has by ordinance established a price
preference for Minority Business Enterprises (MBE) and Women Business
Enterprises (WBE),

a. There is a price preference in accordance with Lake county Council Ordinance 1405E-
1 as follows:

(1) Afive (5) % price preference for any proposal; or bid less than one hundred
thousand dollars ($100,000.00)

(2) A three (3) % price preference for any proposal; or bid one hundred thousand
dollars ($100,000.00) and over.

(3) A company that is both an MBE and WBE qualifies for both preferences.

b. If the MBE or WBE is not the low proposal or bid, then the preference shall be applied
to the dollar total submitted to determine if after the application, the MBE or WBE has
submitted a proposal quote or bid price lower than those submitted by other responding
vendors. If the computed price with the discount results in the MBVE or WBE having
e lower computed price, then the contract shall be awarded to the MBE or WBE.

c. The contract price will be the price submitted by the WBE or MBE and not the price
after adjustment for the MBE or WBE preferences.

d. The price preference do not lower the cost to the county but allow a preference in
awarding the contract.

H. GOALS IN PUBLIC WORKS PROJECTS

1, The Lake County Commissioners have adopted goals that are appliable to public
works projects.

2. Obviously, the ability for a vendor to address these employment goals is affected by a
myriad number of factors.

3. The most obvious factor is the size of the public work project and the size of the
vendor.

4. The Board’s Women’s Business Enterprise and Minority Business Enterprise Goals
are as follows:

a. Employment — The Contractor shall have a goal of 34% for minority work
force participation (as a percentage of the total number of employees or the
total number of hours worked on the project, whichever is greater) and 6.9%
for work force participation by women (as a percentage of the total number of
employees or the total number of hours worked on the project, whichever is
greater), if available.

b. Subcontractors and Suppliers — A goal of thirteen percent (13%) for MBE
participation and two percent (2%) for WBE participation (as percentage of the
total contract amount) is hereby set for the project.
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